	[Company Name]
[Address]
Phone:    ·   Email: 



	Date: ________________
________________________________
FULL AND FINAL SETTLEMENT
Statement of dues up to _________________
Dear _________________________,
Your employment with ____________________________ as ______________________ came to an end on ________________.
The settlement of your dues up to that date is as follows:

	PARTICULARS
	AMOUNT (₹)

	Salary for days worked
	

	Leave encashment
	

	
	

	
	

	
	

	Total dues
	

	Notice period shortfall
	

	
	

	
	

	Total recoveries
	

	Net amount payable
	


If anything in this statement appears to be incorrect or missing, please write to us.
Yours sincerely,
For ______________________________

____________________________

I have received the net amount shown above in full and final settlement of my salary dues.

	Signature
	
	Name
	
	Date



